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Professional Summary
Responsible Paraprofessional that is proficient in people relations. A passionate and motivated individual with a drive towards excellence.  Over 7 years in the field of education and over 10 years’ experience in customer service relations.

Skills
∙Education and Training				∙Monitoring
∙Customer Service					Ten Key by Touch		
∙MS Excel & Word					∙Instructing

Experience
Pasadena ISD					April 2006-Present
Paraprofessional								

∙Assist the Lead Teacher with instructing   special needs children in classroom activities.  Tutor and work with individual children or small groups  to reinforce new skills to help them master assignments initially introduced by the teacher
∙Assist with critical daily activities such as classroom transition times, mealtimes and toileting
∙ Modeling positive behavior for students on a daily basis
∙Assist with field trips 
∙Supervision of students in classrooms, halls, cafeterias, school yards and gymnasiums and on field trips
∙Enforce administration policies and rules governing students


Ikon Office Solutions					Dec 2000-Apr 2006
Car Stock Analyst

∙Assist with technicians on a daily basis by phone
∙Data Entry
∙Maintain accuracy of all counts and ensure authenticity of all information
∙Assist to maintain stock at appropriate location in warehouse and rotate stock to remove out dated stock
∙Prepare stock statuses reports and performs physical inventory counts and maintains count of all merchandise and prepare reports for all shortages
∙Collaborate with our team members on inventory of products and reports on a daily basis


Builder Square 					Feb 1988-Dec 1999
Various

∙Cashier, Vault, and HR
∙Assist customers by providing information and resolving their complaints and providing them on procedures or policies
∙Worked with the Commercial Sales customers on making and pulling orders. 
∙Greeting of customers entering establishment	
∙Worked in the following departments: Paint, Building Materials, Lawn and Garden, and Rover.

Education
South Houston High School – South Houston, Tx.				July 1975					 
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